March 18, 2005
TO: ESD WorkFirst Supervisors
FROM: Brian Roper, WorkFirst Program Manager
SUBJECT: Activity Planner

On March 28", 2005, customers will be able to access the new Activity Planner screen
and track their activities.
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Once customers log-in to the Customer Activity Sign In screen, they need to choose the
Activity Planner option. This will display the Activity Planner screen.
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The 1%t and 2™ choice of jobs will auto fi{| from the Steps to Employment plan once the
plan has been approved.

Customers will complete the section titled | will complete the following activities” and
click on the Save button to save their work.



Activity Planner
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Actrnty History:
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Any changes to an Activity Planner entry must be made the same day the original entry
was created. This is accomplished Ry entering the changes in the 2™ text box. This
second box will only be visible when thanges can be made.

Customers will be able to scroll down to see past entries with the scroll bar in the
Activity History section.

Staff will be able to access the Activity Planner through the Customer Tab.

If you have any questions concerning this memo, please contact the WorkFirst Help
Desk at (360) 438-3242.

CC:  Peggy Zimmerman
Sandy Miller
WorkFirst Coordinators
WorkFirst Trainers
WorkFirst Administrative Staff



